g Murray Edwards College
University of Cambridge

Department: Human Resources

Line manager: Head of Human Resources
Line manages: N/A

Salary band: Band 6

Hours: Part-time — 20 hours per week

Financial responsibility: N/A

DBS check required: No

The HR Coordinator supports the Human Resources team to develop a positive and engaged workplace
culture and deliver an efficient and proactive HR service to the College. They are responsible for
coordinating the administration of the department and supporting across all areas of the HR function.

e Assists the HR Officer with drafting and publishing job adverts on job sites/boards.

e Supports the HR Officer to maintain excellent candidate communication throughout the application
process.

e Collates and anonymises candidate applications ready for review.

e Makes interview arrangements, including collating selection panel availability, confirming interview
details with all attendees, and booking meeting rooms where required.

e Ensures that all recruitment documentation is correctly filed and recruitment data accurately recorded.

e Supports the HR Officer with the administration of casual and student workers.

e Sends induction information and communications to new employees in line with the agreed process.
e Assigns new starter training and monitors completion.
e Supports the HR Officer with the coordination of the regular College Induction Sessions for new staff.
e Oversees the administration for new staff including:

o Completing pre-employment right to work checks.

o Undertaking reference checks and ensure that satisfactory references are received.

o Registration for IT access and other College systems.

o Making new starter announcements and maintaining the online Photo Board.
e Supports the HR Officer with DBS check administration.
e Monitors probation period documentation and sends letters confirming completion.

e Drafts and issues leavers letters and other leaver communications in line with the agreed process.
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Completes leaver administration according to agreed process.

Completes references when requested according to College policy.

Ensures leaver administration in HR systems is completed and accurate records are kept for ending
employment.

Enters employee data into our HR/Payroll system and ensures full and accurate information is recorded.
Ensures that job descriptions are maintained and liaises with managers to keep them updated.

Drafts and issues offers of employment and amendments to terms and conditions.

Drafts, issues and files other employee correspondence as required, such as pay reviews and
performance review documents.

Ensures that queries from managers are responded to promptly and escalated to other HR colleagues
as necessary.

Responds to all staff queries in a diplomatic and efficient manner, escalating to HR Officer or Head of
HR when necessary.

Assists with Staff communications e.g. newsletters and bulletins.

Maintains a good understanding of key HR policies and procedures to provide accurate, timely advice
and guidance to employees and managers as required.

Supports the HR Officer with monitoring employee absence and supports the HR Officer and Line
Managers with the absence management administration including meeting coordination and drafting
correspondence.

Assists the HR team with coordinating employee relations issues that may arise, including drafting
letters, booking meeting rooms and preparing other documentation.

Issues training via our e-learning platform.

Monitors the expiry of training certificates and communicate re-training requirements to HR Officer.
Assists with training administration, including maintaining the training calendar and the training
matrix.

Assists with arranging in-house training, including coordinating dates, booking rooms and sending
invites.

Ensures compliance with employment law and GDPR.

Assists with organisation of staff events.

Complies with and promotes adherence to all College policies, procedures, and relevant legislation,
ensuring best practice and College standards are maintained at all times.

Undertakes any other duties that may reasonably be required, commensurate with the level and
responsibilities of the post.
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Essential Desirable
Qualifications: CIPD qualification
Skills, knowledge and  Practical experience of office Some knowledge and/or experience
experience: administration and writing of working with HR processes and
professional documents. procedures.

Strong organisational skills, including
ability to manage time effectively and
juggle multiple priorities.

Excellent written and verbal

communication
IT skills: Proficient in Microsoft Outlook, and Experience of using an HR system
Office applications, in particular Word  (particularly Iris Cascade).
and Excel
Experience of using SharePoint
Experience of using PowerPoint
Personal attributes: A can-do attitude and the ability to

take ownership of tasks and areas of
responsibility

Excellent attention to detail and a high
level of accuracy.

Ability to observe and maintain
confidentiality.

Willingness to demonstrate our staff
values of respect, courtesy, courage,
collaboration and good humour.



